Birmingham Primary School No. 5048

EXCURSIONS AND CAMPS POLICY
1

PHILOSOPHICAL BASIS

Excursions and camps are integral part of the school curriculum as they enable students to
explore, extend and enrich their learning and their social skills development in a non-school
setting. Excursions and camps complement, and are important aspect of the educational
programs offered at school. An excursion is defined as any activity beyond the school grounds.
Incursions are an activity that is conducted within the school grounds.
2

GUIDELINES

The Department’s requirements and guidelines relating to preparation and safety must be
observed in the conduct of all excursions and camps.
All excursions, incursions and camps must be approved by the Principal or Assistant
Principal(s). The Principal and /or Assistant Principal(s) will ensure that all of these activities are
compliant with the DET Guidelines.
All excursions requiring school council approval must meet the requirements of the Safety
Guidelines for Education outdoors.
3.

IMPLEMENTATION

Planning and Approvals
When undertaking excursion planning, Principal/Assistant Principal(s), teachers, school
councillors and others involved in school excursions (including camps and adventure activities)
must anticipate the possibility of litigation following an incident or injury. They must be prepared
for a detailed examination of their planning, actions and the curriculum role of any activity.
The excursion planning and approval process should take into account the following
considerations:
•
•
•

the educational purpose of the excursion and its contribution to the curriculum
maintenance of full records, including documentation of the planning process
venue selection:
Ø the suitability of the environment and/or venue for the excursion and accredited

camp sites
•

safety, emergency and risk management:
Ø assessment of excursion risks
Ø procedures in the event of an emergency e.g. bushfire
Ø arrangements if the excursion needs to be cancelled or recalled (for example, due

to forecast severe weather conditions)
Ø completion of an online notification of school activity form three weeks prior to the

activity
Ø first aid requirements

Ø any other measures necessary for student and staff safety and welfare.
•

staffing and supervision:
Ø there are sufficient staff to provide appropriate and effective supervision (1 adult :

10 children – camps and tours; 1 adult: 20 children – excursions; the
recommendation is generally within the ratio, the number of teachers should
exceed the number of parents or volunteers)
Ø the experience, qualifications and skills of each staff member (including
volunteers, instructors, etc.) will allow them to provide effective supervision in
general and for planned activities (as applicable)
Ø there are appropriate levels of supervision in view of the activities undertaken and
students involved.
•

•
•
•
•

informed consent from parents or carers (parent consent for incursions and excursions
are collected at the beginning of each year: swimming, camps and specialized
excursions are collected prior to the activity)
adequate student and staff medical information
student preparation and behaviour
requirements for any adventure activities
transportation requirements, noting that:
Ø Bus Travel – Non-seat belted buses are used for local travel and within the

restrictions of numbers by bus companies. Seat belted buses are used for long
distance travel e.g.: camps.
Ø Public transport should be used if practicable, where transport authorities should
be consulted as to appropriate travel times and at least a fortnight’s notice of
travel provided.
Ø Private Car Travel – there are strict conditions concerning the transportation of
children in private cars. When transporting a small number of students to a school
activity in a private vehicle is unavoidable the Principal must ensure that:
v If the driver is a staff member they are a member of the supervising staff
v If the driver is not a staff member
•
•
•
•
•
•

View the current & valid registration certificate of the vehicle and
driver’s licence of the driver
Ensure compliance with child seat belt and restraint laws
Sight the vehicles comprehensive insurance policy that includes a
liability of damages no less than $20m
An indemnity to the employer
Approve the vehicle for use on duty by signing an approval form.
Ensure the volunteer has a Working with Children’s Check

Ø Parents and guardians are advised that their child will be transported in a private
vehicle and by whom.
Ø the school keeps accurate records of the students travelling in each vehicle, in
case of an accident occurring.

•
•
•
•
•
•
•

communication requirements
that staff and students have appropriate clothing and personal equipment
that group or technical equipment is in good condition and suitable for the activities
undertaken
that continuous instruction is provided for students remaining at the school during the
absence of staff accompanying the excursion
any information which has been provided by specialists in the activities proposed
requirements for interstate or overseas excursions
that the excursion meets the requirements of any school-level policy or procedures.

Excursion & Camp Approvals
Approvals required prior to the excursion:
Excursion type
Then it must be approved by
• overnight excursions
• the school council, or
• camps
• both school councils when it is a joint
• interstate and international
activity involving another school
visits
• excursions requiring sea or air
and
travel
• excursions involving weekends
• the Safety Guidelines for Education
or vacations
Outdoors must be followed.
• adventure activities.
•

day excursions (other than
those referred to above that
must be approved by the
school council).

•
•

the Principal, Assistant Principal(s),
or
both Principals when it is a joint
activity involving another school.

The required approvals for teachers or principals who are to accompany excursions:
For an excursion that is
interstate

overseas

The accompanying
staff employed by the
Department
Principal
staff employed by the
Department

Must be approved by the
Principal
Regional Director
Regional Director

Ø All details of excursions and camps must be completed on the “Notification of School
Activity Form” and this form is to be submitted to the Assistant Principal three weeks prior
to the excursion.
Ø All schools are required to complete the Student Activity Locator’s (SAL) online
notification form for all excursions and camps at least 3 weeks prior to the activity at:
Ø www.eduweb.vic.gov.au/forms/school/sal
Ø Schools are only permitted to engage the services of Accredited School Camp providers
to ensure these venues meet minimum criteria regarding safety and suitability. If a venue
or camp is not accredited then a Risk Assessment must be completed by the school prior
to the school booking.

Teacher Responsibilities:
Administration procedures will apply to all excursion planning and preparation, including
preparation of students that is undertaken by the school.
v The organisation of camps and excursions is the responsibility of the class teachers and
grade coordinator at each level. Determine the details of the excursion:
§ Who is going, including parents and teachers?
§ A designated “Teacher in Charge”.
§ Complete a Risk Assessment for the Excursion / Camp.
§ Obtain a quotation for current cost per head.
§ Contact bus companies for cost of transport.
§ Total cost per head, transport costs and other additional costs to determine
the total cost per child.
§ Notice to parents communicating the type of activity, date, time and what
needs to be brought by the children
§ First Aid Kits and Student Medical requirements – Medical Kit – ensure that
the medical kit is fully stocked and plan for bus sickness. Teachers have a
legal duty to protect students in their charge from the risks of injury that are
reasonable foreseeable. Teachers must also assist students that are sick
and injured. Principals should ensure that staff attending excursions have
first aid training (including training in anaphylaxis). Medical bags are
packed by the first aid officers and teachers need to collect these bags with
all student medication in them prior to departing on the excursion.
§ Take a class print out of all contact and medical details on the excursion
§ Parents attending the excursion should have their names recorded on the
class list that is left at the office on the day of the excursion.
§ Parents attending excursions must have a current Working with Children’s
Check.
§ Emergency Name tags – All students attending an excursion must wear an
emergency name tag.
§ Counting of Children – To be performed each time the children board the
bus.
§ As children in the community they should be made aware that they
represent our school and that the public do notice their behaviour. Only
students that have displayed sensible, reliable behaviour at school will be
permitted to participate in school excursions and camps. Parents will be
notified if their child is in danger of losing the privilege to participate in an
excursion due to poor behaviour at school. The decision to exclude a
student will be made by the Principal or Assistant Principal in consultation
with the organising teacher. Both the parent and the student will be
informed of this decision prior to the excursion.
§ Payments
Ø Excursion Levy is charged annually to cover the costs of all excursions
and events in the school. The Levy represents the total amount that is
spent on excursions for the year. It can be paid by parents in total or as
children attend an excursion. It is the responsibility of the teacher to
ensure that children have paid for excursions at least two days prior to
the excursion (this information is available from the school office).
Parents may elect to pay the levy for the year or pay for excursions as
they arise. Children who have not had their excursion levy paid will
receive a notice with envelope attached which is required to be returned
to school before attending the activity.
Ø Children who have not paid will not be attending the activity.
(Exceptions to children attending is the responsibility of the Principal)

Ø
Ø On completion of the activity teachers are required to:
§ Record any incidents in the Accident Report Book on their return
to school and notify the office staff
§ Hand any invoices received to the Business Manager for
payment
§ Return the Medical bags to the school office
Risk Management
Consideration in conducting an Excursion or Camp should include:
Ø Safety, Emergency & Risk Management, including bushfires
Ø Student Preparation and Student Medical Information
Ø Safety Guidelines for Education Outdoors
The school’s emergency procedures do include the effects of an emergency on student
supervision in the event of an excursion where staff are required to assist an injured student or
go for help. All staff and students (where appropriate) need to be familiar with specific
procedures for dealing with emergencies on excursions and camps. A Risk Management must
be completed prior to attending Excursions and Camps.
Other related Departmental and School Policies:
Anaphylaxis Policy
Staffing and Supervision, Supervision of Children Policies
Excursions & Activities Policy
Safety, Emergency and Risk Management Policy
Adventure Activities Policy
Excursions – Planning and Approvals Policy
Student Medical Information Policy
Private Car Use Policy
Transportation of Students Policy
Accident Recording & Reporting Policy
Safety Guidelines for Education Outdoors
Safety in Physical Education & Sport
Parent Payments Policy
Additional Information:
Birmingham Primary School Emergency Plan
DET Emergency Management Division (9651 3714) or email
emergency.management@edumail.vic.gov.au
Victorian Bushfire Information Line 1800 240 667
or CFA www.emergency.vic.gov.au
Completed documents to support Excursions and Camps:
•
•
•

Approval Proforma for all Excursions and Activities Requiring School Council Approval
Notification of School Activity (Camps & Excursions)
Risk Assessment Documentation

BUDGET
The costs for excursions and camps will be funded by parents as an integral part of the school
curriculum.
Under extreme circumstances the school may subsidise (Student Welfare Budget) the
payments for “students in need” as directed by the Principal.
EVALUATION
The Education Sub-committee will review this policy within a three year cycle or as required.
School Council is responsible for the ratification of the policy
This Policy was reviewed June 2018.

